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POLI CE CRI M NAL | NFORMATI ON SPECI ALI ST |

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses responsible supervisory and technical
positions, the primary duty of which is the supervision of the
positions of Police Crimnal Information Specialist |I during an
assigned shift. Incunbents in this class assist in devel oping
and mai ntai ning standard operating procedures for the Crine
I nformation Unit, directly nmonitoring and eval uati ng t he work of
al |l subordi nates assigned. Enpl oyees of this class assist with
t he budget and conplete all necessary reports for the division.

Police Crimnal Information Specialist Il have the authority to
wor k i ndependently in nost areas, and performduties with only
general instructions. Enpl oyees of this class report to and

have work revi ewed by a Police Major as designated by the Police
Chi ef .

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Assists with managing the operation of the Crime Information
Unit of the police departnent. Supervi ses the responses of
subordi nates and responds to tel ephone calls to the division,
and takes conplaints fromcallers, walk-in citizens and units,
recording as nuch information as possible. Handles routine
matters follow ng department procedures. Replies to requests
for assistance from | aw enforcenent officers. Supervi ses and
di spatches information, such as crimnal histories, offenses,
warrants, vehicle registrations, stolen property, mssing
persons, cancellations, and all other related matters to field
units. Supervises the nonitoring of radio activity, and
expedites information or answers questions from field or
energency units by radio or other appropriate neans. Oversees
t he operation of and operates term nal equi pment connected to
LLETS, NCIC, and other law enforcenment and crimnal justice
entities. Conmunicates with Louisiana State Police or other |aw
enf orcenent agencies by tel ephone or radio in order to exchange
informati on. Recomrends managenent policy, goals and objectives
or devel ops new procedures regardi ng office functi ons, personnel
and equi pment for the division.

Cbserves division operations in order to del egate authority for
nore effective work from division personnel. Hol ds neeti ngs
with Police Crimnal Information Specialist Is for the purpose
of receiving and review ng reports, dissem nating information,
and di stributinginformation concerning the division. Supervises
di vision enployees by assigning work or duty schedules and
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areas, approving |leave, and evaluating work performnce as
directed. Discusses work performance wi th subordi nates, and
resol ves enpl oyee conplaints and grievances. Wites enployee
eval uation reports. Maintains discipline anong enployees by
conducting corrective interviews or recomending disciplinary
action to the appointing authority. Counsels enployees who are
experienci ng work probl enms, and provi des assi stance in technical
areas of work. Provides informal or “on-the-job” training for
new enpl oyees assigned to the Crinme Information Unit.

Assists in the preparation of an operating budget for the
division, and submts to the proper authority. Conpi |l es
information to be used in developing the budget, such as
conputing sal aries, hours, overtinme, and rel ated data for annual

budget. Assists in purchases of supplies or recomends ngmjor
pur chases of equi pnent and supplies, keeping such purchases with
t he established budget. Fi nds estimtes for equipnment repair

costs, locates repair services, and arranges for such repairs
and needed nai ntenance of all division facilities, equipnment or
operating systenms. |nspects equipnment or property after repairs
are conpl et ed.

Supervi ses the operation of and operates departnmental conputer
and rel ated office equi pnent in order to process, send, retrieve
or copy information from docunents and records as nai ntai ned by
the division. Mnages and receives warrants and reports, such
as m ssing persons, stolen itenms, and itens recovered reports.
Supervi ses the organi zation and filing of correspondence, forns,
records, and reports according to departnment procedures.
Supervises and enters routine or additional information in
departnment records maintained either in hard copy files or the
conput er dat abase. Perfornms appropriate back-up function in
conputer files. Supervises the maintenance of and keeps records
on the location of materials renoved fromfiles. Traces m ssing
files. Manages and organizes information for reports, and
prepares division reports as may be required.

Perfornms public relations duties such as answering telephone
inquiries about the operation of the division. Answer s
guestions fromthe public about the operation of or any recovery
related areas of the Crime Information Unit. Wites letters or
supervises the witten response to oral or witten requests
addressed to the division or as required to handl e problens or
ot her needs of the division.

Perfornms any rel ated duties as assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents listed bel ow nust
be net by the filing deadline for application for adni ssion to
the exam nati on.

Must neet all requirenents of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
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States, and of |egal age.

After offer of pronotion, but before beginning work in this
class, nust pass a physical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physi cal
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must be a regul ar and permnent enpl oyee in the class of Police

Crimnal Information Specialist | for at least two (2) years
i mmedi ately preceding closing date for application to the board.
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